CDC GENERAL MEMORANDUM No. 97-1 Decenber 8, 1997
CLOSI NG OF CDC DURI NG HAZARDOUS WEATHER OR OTHER EMERCGENCI ES

The CDC* staff is rem nded of the policy and procedures to be followed for
reporting to work during hazardous weather or other energencies. HHS

Per sonnel Manual Instruction 610-3 sets forth the Departnment’s policy and
procedures for tenporary closings of the work place and treatnment of absences
during these closings. Unless announced otherwi se, CDC is open during regular
wor ki ng hours (8:00 a.m to 4:30 p.m). Announcenents of del ayed openi ngs,
early dism ssals, or closings will be nade as described in the attached

exhi bits:

Quidelines Unique to the Metropolitan Atlanta Area Only: Exhibits 1 and 1A
Quidelines Unique to Areas Other than Atlanta: Exhibit 2

I mpact on Alternative Wrk Schedul es and Fl exi pl ace: Exhibit 3

Reasonabl e Acconmodati on for Enployees with Disabilities: Exhibit 4

Enmer gency Enpl oyees and Critical Operations: Exhibit 5

Enpl oyees are responsible for their own safety in traveling to and from work
during hazardous weather. |[If CDCis not closed but conditions are considered
to be too dangerous for traveling, enployees may take annual |eave or accrued
credit tine to deal with their own individual situations. Supervisors should
be lenient in granting unschedul ed | eave for this purpose.

School and day care center closings as well as transportation problens that
result from hazardous weat her cause particular difficulty for some enpl oyees.
Supervi sors should be sensitive to individual situations and be lenient in
granting unschedul ed | eave to enpl oyees with care giving responsibilities.
*Ref erences to CDC al so apply to ATSDR

Attachnments

REFERENCE PO NT: O fice of Program Support, Human Resources Managenment O fi ce,
Wor kf orce Rel ations Branch

SUPERSEDED MATERIAL: CDC General Menorandum No. 96-2

DI STRIBUTION: Al CDC and ATSDR Enpl oyees
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GUI DELI NES UNI QUE TO THE METROPOLI TAN ATLANTA AREA ONLY

Participation in Federal Executive Board Wather Pl an

Li ke other Federal agencies in the Atlanta area, CDC participates in the
Federal Executive Board (FEB) Uniform Wather and Emergency Plan. The

Associ ate Director for Managenent and Operations is the CDC representative for
i npl enent ati on of the plan.

VWhen the FEB Weat her Pl an Coordi nator determ nes that Federal agencies should
be cl osed because of adverse energency conditions, this decision is

i mediately relayed to the agencies and to designated radio and tel evision
stati ons.

Enpl oyee Notification of Cosing or Delayed Opening

CDC enpl oyees should not call the CDC sw tchboard, Central Control Room Guard
Desk, or Physical Security Activity personnel for information about closing or
del ayed opening. Those lines nust be kept open for emnergencies.

VWhen a decision is made during non duty hours to alter normal business
schedul es, a brief announcenent on CDC facility status will be made on the CDC
Hazar dous Wat her Cl osing voice mail box. Enployees may dial either

404- 302- 2125 or 404-302-2460 for the nessage. These nunbers are listed on the
i nsi de back cover of the CDC and ATSDR Conmuni cations Directory. Wth the

vol ume of potential callers, it is possible to initially experience a busy
signal so enployees may wish to redial. The nessage will be short, which
should allow calls to be processed rapidly. The recording will be updated as
soon as additional information beconmes avail abl e.

In addition, the Voice Ml service and the electronic mail (E-Mail) system
wi || be used whenever possible to pass al ong informati on when busi ness
schedul es are altered. Enployees having individual access to Voice Mi
and/ or E-Mail shoul d check for messages and need not call the CDC Hazardous
Weat her C osing voice mail box nunbers.

While radio stations V103, WAOK, WCNN, WFOX, WGST, WGO WX, WEB, and Z93
and tel evision stations WAGA Channel 5, WGNX Channel 46, WSB Channel 2, and
WKI A Channel 11 have agreed to carry announcenents on cl osings or del ayed
openi ngs of Federal agencies in the Atlanta area, enployees are encouraged to
use the Voice Mail service or E-Mail for information specific to CDC. Because
access to CDC facilities is particularly difficult as a result of hazardous
weat her, cl osings or delayed openings for COC may differ fromAtlanta area
Federal agencies in general



Early D smi ssal

VWhen energency conditions exist during working hours and a decision is nade to
di sm ss enpl oyees early, the Associate Director for Managenent and Operations
will:

1. Initiate action to notify by tel ephone the Directors of the
Centers/Institute/Ofices, Staff Ofices, and Staff Services by activating
t he cascade plan in Exhibit 1A

2. Post a message on the CDC Hazardous Wat her C osing voice mail box as
described in the section on Enpl oyee Notification above.

3. Send a message to all Atlanta area Voice Ml users.

4. Send a nessage to all Atlanta area E-Mil users.

Those enpl oyees who can be spared will be dism ssed without charge to | eave
(see Exhibit 5, Emergency Enployees and Critical Operations).

Extrenme C rcunstances

Under extreme circunstances (e.g., when tel ephone |ines are down), the

Associ ate Director for Managenent and Cperations may not be able to reach a
particular CDC facility within the Atlanta area (away fromthe Cifton Road
facility). Likewise, officials at any of these facilities may not be able to
reach the staff at the Cifton Road facility. 1In those instances, the

foll owi ng designated officials have the authority to tenporarily close the
wor kpl aces when in their judgnent it is warranted because of |ocalized

hazar dous weat her conditions or other energency conditions:

Facility Designated O fici al

Buckhead Director, Procurenent and Grants Ofice

Chanbl ee Director, National Center for Environnental
Heal t h

Cor por at e Squar e Director, National Center for HV, STD, and TB
Preventi on

Executive Park Assi stant Admi nistrator, Agency for Toxic
Subst ances and Di sease Registry

Koger Center Director, National Center for Chronic Disease
Prevention and Health Pronotion

Lawr encevill e Chi ef, Lawenceville Research Ani mal Section,

Ani mal Resources Branch, Scientific Resources
Program National Center for Infectious D seases

In this event, the appropriate Center/Institute/Ofice Director and the
Associ ate Director for Managenent and Qperations should be notified as soon
as possible after the decision is made to tenmporarily close the workpl ace.
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METROPOLI TAN ATLANTA AREA

CASCADE PLAN FOR EARLY DI SM SSAL

Oficial

Associ ate Director for
Managenent and Operati ons
or

Deputy Associate Director for
Managenent and Operati ons

Directors, Centers/Institute/ Ofices,
Staff O fices, Staff Services, and
Assi stant Adm ni strator, ATSDR

Managers and Supervi sors

Calls or Notifies

Deputy Associate Director for
Managenent and Operati ons

Directors, Centers/Institute/ Ofices
and Staff Ofices

Assi stant Adm ni strator, ATSDR
Staff of the Ofice of the
Director, CDC, including Associate
Directors

CDC Hazardous Weat her C osing voice
mai | box

Atl anta area Voice Mil service
E-Mai | system

Subor di nat e Managers and Supervi sors

Enpl oyees and Visitors
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GUI DELI NES UNI QUE TO AREAS OTHER THAN ATLANTA

Anchor age. Al aska

The Director, Arctic Investigations Program (Al P), National Center for
Infectious Diseases (NCID), will determne when it is necessary to del ay
arrival, dismss early, or close the Anchorage facilities (i.e., AP, National
Institute for Qccupational Safety and Health and the National Center for
Environnental Health) for the day. This decision will be relayed to enpl oyees
t hrough nornmal adm ni strative/supervisory channels, through public radio
announcenents, or enployees may call the Federal O fice Notification Line,

566- 0023, as appropriate.

G ncinnati, Ghio

The Chief, Administrative Services Branch (Cincinnati), Ofice of

Admi ni strative and Managenent Services, National Institute for Occupati onal
Safety and Health (NICSH), will determine when it is necessary to del ay
arrival, dismss early, or close the NNOSH G ncinnati facilities for the day.
This decision will be relayed to enpl oyees through normal adm nistrative/
supervi sory channels or the nmessage will be relayed by radio stations WWAM
(700) and WKRC- AM (550), or enployees may dial a |ocal tel ephone nunber, 533-
8475, for a brief recording on facility status during energency and/or

hazar dous weat her conditions.

Ft. Collins, Colorado

The Director, Division of Vector-Borne Infectious D seases, NCID, wll
determ ne when it is necessary to delay arrival, dismss early, or close the
NCID Fort Collins facility for the day. This decision will be relayed to
enpl oyees through normal adm ni strative/supervisory channels or the message
will be relayed by radio stati on KCO.- AM (1410).

Mor gant own, West Virginia

The Chief, Administrative Services Branch (Mrgantown), Ofice of

Admi ni strative and Managenent Services, NIOSH, will determine when it is
necessary to delay arrival, dismss early, or close the N OSH Mrgant own
facilities for the for the day. This decision will be relayed to enpl oyees

t hrough nornmal admi nistrative/supervisory channels or the 24-hour EMERGENCY
NOTI FI CATI ON HOTLI NE: (304) 285-6200. A recorded nessage will provide office
closing or delayed reporting information. Please record this nunber now and
keep it available at your hone tel ephone. CQur EMERGENCY NOTI FI CATI ON HOTLI NE
shoul d be your primary source for adverse weather information, however, it
will not be the only source of office closing information for Mrgantown

enpl oyees. The nessage will also be relayed to the follow ng radi o and
television stations: WAJR, WMQC and WDTV channel 5. Every attenpt will be nade
to have the nmessage on the HOTLINE and to the outside sources by 5:45 a.m
Enpl oyees are encouraged to utilize the HOTLINE. If there is no updated
message by 5:45 a.m, enployees are to presune that the facility is open and
they should report for duty. The HOTLINE will not be used for early dism ssal
of personnel during normal duty hours. Early disnmissal will continue to be
handl ed as in the past, with dism ssal information being passed to enpl oyees

t hrough |ine managenent channels.




Pittsburgh, PA

The Chief, Administrative Services Branch, Ofice of Adm nistrative and
Managenment Services, NIOSH, will determine when it is necessary to del ay
arrival, dismss early, or close the NIOSH Bruceton facilities for the day.
During normal duty hours, this decision will be relayed to enpl oyees through
normmal admi ni strative/supervisory channels. After normal duty hours,

enpl oyees may dial the | ocal PRC 24-hour Enmergency Notification Hotline
nunber, 412-594-4661, for a brief recording on facility status during

ener gency and/ or hazardous weat her conditions. NOIE: Announcenents made by
the Pittsburgh Federal Executive Board and the nmedia should be disregarded by
Quarantine Stations

The officer in charge of a quarantine station, NCID, will determne when it is
necessary to delay arrival, disnmss early, or close the respective NCID
gquarantine station for the day. This decision will be relayed to enpl oyees

t hrough nornmal admi nistrative/supervisory channels or through public radio
announcenent s when appropri ate.

Research Triangle Park (RTP), North Carolina

The Director, Division of Data Processing, Ofice of Data Processing and
Services, National Center for Health Statistics (NCHS), will determ ne when it
is necessary to delay arrival, dismss early, or close the NCHS RTP facilities
for the day. This decision will be relayed through the normal admnistrative/
supervi sory channels or enployees may dial a |ocal RTP tel ephone nunber,
541-4874, for a brief recording on facility status during energency and/or
hazar dous weat her conditi ons.

San Juan, Puerto Rico

The Chi ef, Dengue Branch, Division of Vector-Borne Infectious D seases, NC D
will determine when it is necessary to delay arrival, dismss early, or close
the NCID San Juan facilities for the day. This decision will be relayed to
enpl oyees through normal adm nistrative/supervisory channels or the message
will be relayed through public radi o announcenents when appropri ate.

Spokane, WA
The Federal Executive Association governs delayed arrival, early dismssal, or
office closing for the Federal Government. |In some circunstances, the

Research Director, Spokane Research Center, NIOSH, will determine when it is
necessary to delay arrival, disnmss early, or close the NI OSH Spokane
facilities for the day. This decision will be relayed to enpl oyees through
normal admi ni strative/supervi sory channels or through public radio
announcenents.

Washington, D.C., Metropolitan Area Including Hyattsville and Rockville,
Mar yl and

The U S. Ofice of Personnel Managenent governs del ayed arrival, early

di smssal, or office closing for the Federal CGovernnent in the Washington
D.C., nmetropolitan area including Hyattsville and Rockville, Maryl and.
Announcenents are nmade through nornmal adm nistrative/supervisory channels or
via the designated radio and tel evision stations for the area.

O her Field Locations or Enpl oyees
Al other field locations or enployees |located in other areas will continue to
foll ow the weat her plan or emergency closing policy in existence for their




specific locality. (For exanmple, small groups of CDC enpl oyees assigned to
buil dings with primarily non-CDC offices, such as local, State, university, or

non- CDC Federal Governnment offices will follow the procedures prescribed for
t hose | ocations.)
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| MPACT ON ALTERNATI VE WORK SCHEDULES AND FLEXI PLACE

Special note for enployees on flexitour

Fl exi tour allows enpl oyees to select arrival and departure tinmes within a
flexible tine band; however, once selected, the hours becone the enpl oyee's
regul ar work schedul e.

VWhen a facility has a delayed arrival until 9:00 a.m because of hazardous
conditions, the follow ng guidelines will apply:

- an enployee on flexitour who is scheduled to report to work at 9:00
a.m wll be expected to report at their regular tine or will be
charged appropriate | eave for the hours they are absent.

- an enployee on flexitour who is scheduled to report to work at 8:00 a.m
will be excused for 1 hour and will be expected to report to work at
9:00 a.m

VWhen enpl oyees are dism ssed at 3:30 p.m because of hazardous conditions:

- an enployee on flexitour who is scheduled to work until 5:30 p.m wll
be excused for 2 hours.

- an enployee on flexitour who is scheduled to work until 4:30 p.m wll
be excused for 1 hour.

Special note for enployees on flexitine:

Flexitine allows enployees to vary their daily arrival and departure tines
wi thin the established band, which nmeans they can report to work any tinme
between 6:00 a.m to 9:00 a.m and may | eave between 3:30 p.m to 7:00 p.m

VWhen a facility has a delayed arrival until 9:00 a.m because of hazardous
conditions, the follow ng guidelines will apply:

- an enployee who is on flexitine and has established a pattern of a
specific tour (i.e., the enployee typically works from8:30 a.m to 5:00
p.m) will be excused from8:30 a.m to 9:00 a.m and will be expected
to work until 5:00 p.m

- an enployee who is on flexitine and has not established a pattern of a
specific tour (i.e., the enployee fromday-to-day works different
hours), the Agency’'s official tour (800 a.m - 4:30 p.m) will be used
as a guide. For exanple, the enployee will be excused from8:00 a.m to
9:00 a.m and will be expected to work until 4:30 p.m



Special note for enployees on flexiplace:

Enpl oyees who work under the Flexi ble Wrkplace Arrangenents Program

(i.e., flexiplace) who work at honme, will not normally be inpacted by the
Agency’ s decision to delay the office’s opening, to close an office, or to
allow early dismssal. |In other words, those enployees will be expected to
work (if otherw se scheduled to do so) unless the inclenent weather has

i npacted their work site
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REASONABLE ACCOVMODATI ON FOR EMPLOYEES W TH DI SABI LI Tl ES

In providing reasonabl e accommodations for its enployees with disabilities
under the Affirmative Enpl oynent Plan, CDC has adopted flexible | eave policies
which will accomodate enpl oyees with nobility inmpairnments. The U S. Ofice
of Personnel Managenent Handbook on reasonabl e acconmodati ons provi des a

i beral policy on excused absence w th pay:

"When extreme weather conditions nmake it difficult for nmobility-

i npai red enpl oyees to get to or fromwork, ... agencies can adopt
separate leave policies ... but should identify in advance enpl oyees
who woul d be covered by the extended policy..."

Because CDC has a conmitment to provide reasonabl e accommodations for its

enpl oyees with disabilities, supervisors should identify enpl oyees who are
considered legally blind, in wheelchairs, or dependent on crutches or who have
any other disability that would be considered a nobility inpairnment.

O her enpl oyees who feel that they have disabilities which would cause themto
face extrenme hazards when traveling to and fromwork during inclement weat her
shoul d submt a nmenorandumto the Sel ective Placenent Coordi nator of the Human
Resour ces Managenment O fice for consideration

Supervi sors should advise their enployees with disabilities that under CDC
policy they would be granted excused absences during unreasonably hazardous
travel conditions.
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EMERGENCY EMPLOYEES AND CRI TI CAL OPERATI ONS

Certain critical operations cannot be suspended or interrupted at a facility
even though it may be necessary generally to excuse enployees for all or part
of a day. Enployees who performduties which are critical and who are
required to be at work regardl ess of energency situations or any genera

di sm ssal authorization are considered "energency enpl oyees."

Al'l energency enpl oyees should be nade aware of the special requirenents

pl aced on them and that delayed arrival, early dismssal, and office closing
situations do not apply to them These enpl oyees cannot be given extra
conpensation either in the formof prem um pay, conpensatory tinme, or credit
time for hours worked in an administrative/weather closing situation. In
addi ti on, emergency enpl oyees who fail to report to work during times of

del ayed arrival or office closing or who | eave early under early di sm ssa
wi Il be charged appropriate | eave, |eave w thout pay, or absence without

| eave.

Any non-emer gency enpl oyees who report to work during hazardous weat her or
energency conditions when offices are adm nistratively closed are not entitled
to additional pay, overtime, conpensatory time, or credit tine.



